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Presenter
Presentation Notes
Instruction:  Leave slide up while participants join the session. 

Tell: Before we get started I would just like let you all know that we are aware this audience has participants with varying experience hiring through this type of event. We want to make sure you all have the tools needed to make this event productive and successful. Please feel free ask questions and we or our subject matter experts will do all we can to get you answers.

Advance the slide to begin the training.


Agenda VETERAN
HIRING FAIR
DETROIT
® Locatlon and Resources JUNE 26-28, 2012

e Interview Scenario

— Prescheduled and Formal
— Scheduled Day of Event and Formal
— Day of Event and Informal
— Established Pre-Event and Formal
* Exceptions
— Disposition Form Not Returned
— Interview Cancelled
— System Down

e Miscellaneous Post Event



Presenter
Presentation Notes
Instructions: Move quickly through the agenda slides.
 
Tell: Let’s take a look at the agenda. I will be reviewing each interview scenario in detail and the exceptions.
 
When you complete the training, you should know how to:
•  Schedule interviews in advance of the Veteran Hiring Fair
•  Conduct interviews at the Veteran Hiring Fair including:
•  Location of interviewing area
•  Resources available to hiring managers
•  Report on the status of positions hired in connection with the Veteran Hiring Fair
  
Advance the slide.
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Locations and DHF Activities: 1st Floor

i - Check-In Employer Booths Interview Rooms &
I Wevtinders \ - Interview Reception Area

IR EENNER UL N T Ny

LE!IL—|‘
S O W A

F no apan gl |
e ey |
O TR RN AN = T T T TN T N AN TR AN <
z s 5 t P
9 4 [ A A .
> 2 [ et R
@ m . -
%. - o . é[ -
=) m, %!’\:h\zumhtlulmn T R 15
S =" & O T O S A
o = T 7 0
> : ) T OF OE B OEE EEfE B . §§ . -
o| o _ | |
@ o SRR R RN Rl Ll Reporting
3 V] e & Data
Entry

A E ] RN R
SR AN N RARNA
TERERER| EEREER S
AR RR AR NN RN

© _a ® Lo P =

s B
iSiiiéééé‘é‘i‘iF|§|

1

Training (2"9 Floor) :
- - Business Center - VA for Vets - Coaching &

Assistants Booths Coaching Reception Area


Presenter
Presentation Notes
Instructions: Point to the location of the interview rooms and interview reception area. Briefly explain where hiring resources will be located at COBO center. Point to the area whenever possible. 

Tell: What you see is the location of the hiring fair activities what happens on the first floor. There will virtual and telephonic interview rooms available. To set arrangements to use these resources please work with your POC to make arrangements. 

Catherine Mcgan has been supporting private sector hiring managers

The Employer Liaisons will be located in four sections of the Hiring Area – also called exhibit booths. (Point to light blue area/check in area and area in front of the yellow/interview rooms/reception area). When you get to the fair locate these stations because you will be working closely with the employee liaison. You will receive a staff information guide and an event brochure before the event that includes additional information about location, resources and floor maps. 

For Reference:
Stacey Davis  technical support in charge of  VTC and phone interviewing but HM should not contact Stacey directly unless instructed to do so by  their POCs.
 Stacey.Davis2@va.gov 


Advance the slide.



Tips for Success

» Skills in translating military experience vary
* Look closely at the work experience

e Behavioral interviewing
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Presenter
Presentation Notes
Tell: Before we get started, I wanted to offer hiring fair tips for success. This fair is unique in terms of applicants with varying levels of military experience as well as Veteran status. We know your goal is to get the best candidate for your open position. Veterans have a wealth of experience while performing under the most unique of circumstances. This experience does not easily translate fully to a resume. These tips are not intended to be training on how to do your job, but more of a suggestion on how to approach hiring veterans. It just might help you find a better match for your open position. 

Transitioning from the military to the private sector can be a big change for veterans. Their skill level in translating their military experience may vary from veteran to veteran. As a result, what you see on the resume may not fully reflect the skills, knowledge and abilities that the veteran brings to the position. They have been using military jargon for years and it often does not translate into civilian jobs smoothly. 

You may find behavioral interviewing techniques preferable when talking to Veterans. It gives them the freedom to describe their experience in more laymen’s terms. By probing further, you may find that the applicant is well qualified for the position. 
 
Tell: Now let’s look at each interview scenario and the step-by-step process and several exceptions processes. 

Advance the slide. 
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Prescheduled and Formal VETERAN

HIRING FAIR
DETROIT

booth

Veteran interview is pre-scheduled and held in interview

1. Employer submits interview schedule before event

2. Interview staff enters pre-scheduled appointments in the system

3. An email will be sent confirming the interview, schedule, assigned rooms
and times.

4. Hiring manager receives interview schedule and pre-populated disposition
forms at event

5. Hiring manager communicates next steps and directs the Veteran to the
waiting area

6. Hiring manager provides completed disposition form to staff at the
interview check in desk

7. Data entry enters disposition form data in system and an automated email

Is sent to the Veteran with the completed disposition


Presenter
Presentation Notes
Instructions:  Review the bullet points to outline the process. 

Tell:  VA has asks that hiring managers not cancel interviews.  Remember that Veteran’s may have traveled from far away to interview so please give everyone a chance to interview. 

  Veteran interviews are pre scheduled by the Hiring Manager (HM) and the appointment data is provided via the Interview Tracker and entered into the system (A+ and EMS) prior to the event.

  Hiring managers will not need to use the tracking systems (Appointment+ or EMS) but will work very closely with the Employer Liaison who does. The interview details that you provide prior and during the event will be entered into the system of record. It is very important that you submit disposition forms so that results of interview can be entered and tracked in our systems.

 You will be provided an interview roster for the day and one pre-populated disposition form for each interview they have scheduled.
 It is important that you check-in at the interview reception area for their scheduled appointment at least 5 to 10 minutes before the interview starts. Use the pre-scheduled interview roster and any additions that may be scheduled during the day to make sure you start on time.  
 Direct the veteran to the waiting area if you need to locate your HR specialist to execute an offer. If the Veteran is not tentatively selected, then be sure to thank the Veteran for interviewing. Inform the veteran that they should hear from us within the next 3 business days. Our system will generate an email providing the disposition once the interview disposition is entered in the system. 
 It is very important that the disposition for is submitted regardless of the result. 

Advance the slide.


Scheduled Day of Event and Formal

Veteran interview is scheduled day of event and held in
Interview booth

1.

2.

Hiring manager determines Veteran is a good fit for position
Hiring manager and Veteran work with employer liaison to schedule

an interview
Employer liaison:

— Schedules and/or registers Veteran in system

— Pre-populates and provides disposition form to hiring manager
- Provides Veteran with card with interview schedule

Hiring manager holds the interview

-~ Completes interview results section of the disposition form

— Communicates next steps

- Exits interview room with Veteran and gives disposition form to
data entry
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Presenter
Presentation Notes
Instructions:  Review the bullet and the process. 

Tell:  
  Veteran interview scheduled in interview booth on the day of the event using Day of Event Disposition form (not pre-populated) at Employer Liaison Table or Interview Schedulers in the Interview Area

  You will need to verbally provide the Employer Liaison with Veteran information, the hiring manager information and the position information to the scheduler for entry in the systems. The scheduler will note the appointment information on the Day of Event Disposition Form. 
  Once the appointment information is entered you will received the Disposition form. The only part you will need to fill out is the Interview Result Area of the Disposition form. Schedulers type in all of the rest of the data into the system. 

 
Advance the slide.


ad e ,

Day of Event and Informal VETERAN
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DETROIT

Veteran interview is not scheduled with and is held
outside of interview booths

Interview Tracker Walk-In Informal Interview Form is completed
by Hiring Manager

Hiring Manager:
— Conducts informal interview with Veteran outside of interview booths

— Completes mandatory fields on Interview Tracker Walk-In Informal Interview
Form

— Uses company practice for communicating disposition to Veteran

Employer Liaison:

— Collects Interview Tracker Walk-In Informal Interview Forms and delivers to data
entry

Data Entry:

— Registers Veteran and/or adds interview to Veteran profile

—  Enters interview disposition in system


Presenter
Presentation Notes
Instructions:  Review the bullet and the process. 

Tell: Interview is not scheduled via Interview staff and is held outside of interview booths.  

Advance the slide.


Disposition Not Returned
Disposition form for scheduled or
unscheduled interview not received

— An Employee Liaison will check in the hiring managers
to collect any outstanding disposition forms
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Presenter
Presentation Notes
Instruction: Review exception and outline the process and roles. 

Advance the slide.
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Interview Cancelled

Hiring manager or Veteran cancel interview

Hiring manager or Veteran arrives at interview scheduler
or interview reception area to cancel interview

Interview reception requests disposition form

Interview scheduler cancels interview and enters status
In system

Interview monitors are notified of cancellation
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Presenter
Presentation Notes
Instruction: Review exception and outline the process and roles. 

Tell:  
Veterans Cancel	
  If a Veteran needs to cancel event staff will do what they can to get the HM and Veteran to discuss the need in person and reschedule if possible. If it is a true emergency and that connection cannot be made then staff in the interviewing area will do all they can to communicate the cancelation in advance to the HM or in the worst case upon their arrival. We will still request a disposition form from the HM indicating the interview was cancelled to that the information can be captured.

Hiring Managers Cancel	
  Though all scheduled interviews we have committed to with the Veterans need to be held however we do understand that emergencies do happen. If the HM should become indisposed please have a member of your team contact the Veteran and communicate with them the situation so that alternative plans can be made. Also contact the staff in the interview area to so that they note the cancelation or reschedule and assist in communication should you be unable to reach the Veteran and they arrive for the interview. We will still request a disposition form from the HM indicating the interview was cancelled to that the information can be captured.

Advance the slide.


System Down
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Hiring manager arrives at employer liaison area to
schedule on-demand interview with walk in

1.

Scheduler uses room tracker spreadsheet to determine room

availability or advises hiring manager to conduct quiet corner
Interview

. Scheduler helps complete paper interview disposition form

Scheduler gives disposition form to
hiring manager

Scheduler provides Veteran with card
Veteran attends interview

Hiring manager completes interview
results section of disposition form

Employer liaison collects form

10


Presenter
Presentation Notes
Instructions:  Review the bullet and the process. 


Advance the slide.
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Miscellaneous Post Event

Missing Dispositions

VA for Vets staff will provide missing interview
disposition data to VA for follow up with HM
point of contact and/or hiring manager to get
missing interview dispositions.

.
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Presenter
Presentation Notes
Instructions:  Read the slide.  

Advance the slide.


http://www.shutterstock.com/subscribe.mhtml
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It takes a team effort
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Presenter
Presentation Notes
Tell: We are at the end of our program today. It takes a team effort to be successful with an event of this size. Today, you have learned about the process for the Detroit hiring fair, the staff roles that will support the hiring effort and about how VESO will support you. It will take clear communication and commitment from all of us. Best of luck in your endeavor to hire the right veteran candidate. 

Advance the slide.



Questions??
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Presenter
Presentation Notes
Instructions: Read the slide
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